VelocityHall Online Permitting Instructions
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1) Attaching Business License Numbers
To your VelocityHall Permit Manager Account

In order to obtain an online permit you must be a Licensed Contractor, and your license number
(or license numbers) need to be associated with your VelocityHall user account. You will be
presented with the following screen when you attempt to take out a permit or schedule an
inspection:
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To associate licenses with your VelocityHall user account:

a) Enter your 6 digit license number in the “License Number” text box (Use only the last 6
numeric characters of your license; if you include the characters ‘ROC’ or ‘AZ’, you will not
be able to pull permits or schedule inspections). Then click the drop-down box and select
State License as “License Type”. Then click the ‘Add’ button.

b) If you plan on taking out permits under other licenses as well (e.g., Residential as well as
Commercial), repeat the above process , selecting State License 2 for your second license,
State License 3 for the third, and so on.

c) Now that you are done attaching licenses, click on the ‘Continue’ button and you will see a
summary screen of licenses attached to your VelocityHall account (see screen on next page).
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Summary screen of licenses:
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2) Modifying License Information Associated with your VelocityHall Account
On the screen shown above (where you associated your business license(s) to your VelocityHall
account), you can see two additional links: Delete and Modify.

Delete — Clicking this removes the licenses association from your VelocityHall account.

Modify — This link allows you to customize information regarding a particular business license.
The customizations you make will display on documents you printout online and also display.
This can help you easily view and select which license you want to use when going through this
process in the future, but it is in no way required. Click the ‘Modify’ link to get to this screen:
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What you enter above will also display on screen and on printouts. Complete the information as
desired, then select the “Check here...” box to have this additional information always display.
Click the ‘Update’ button (at the bottom of the web page - not shown here).
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Your license information will then appear as follows:
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Clicking “Continue>" brings up this summary screen:
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John Doe

YourBusiness
201 M. Stone Ave
Tucson AZ 35701
(5200 791-5550

Please reviewy the license information belowy, then click on 'Cortinue to proceed to the next step.

Continue H

License Numbers

[add/modify] b
|License Number |License Type
593393 State License

John Doe - Commercial
201 M. Stone Ave Tucson |, A7 85701

| I L|_I
& [ [ |4 Intemet
Click “Continue>" again to proceed to the next step of permit application or inspection

scheduling. You may Add, Modify or Delete license association anytime these options appear.
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